
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE . 
- pplication Date 

pplication Number 

1. Agency Address I FOR RECORDS MANAGEMENT USE 
Application Number 

85-35 Department of Transportation 
iD Capitol Square 
Atlanta, Georgia 30334-1002 Date Received Date Completed BPR 0 4 1985 
- _ - __. FAR 8 1985 I -- ~ 

1 -  i. File is  arranged: , Monthly \ 

.% ' 8  

3. Monthly Reference Rate How often are records referred to which are: 

One to six months old -?; Seven to twelve months old -3; Thirteen to twenty-four months old -; 

twenty-five months and older A__-_ 

3. Annual Rate of Accumulation of Records 
Letter-size drawers : Legal-:ize drawers -. Shelves ; Other (specify) & a ~ - i k ~ ~ ~ r - -  
July 1, 1984 - Present (Microfiche) 118 Microfiche Storage box 

- 
_I__ 

- 1 
Prior to 7-1-84 (Paper): 

R-50-71; Rev: 76 (OW) 



1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period -years. 
b. Statute of limitation years. e. Administrative need -years. 
c. Federal law L y e a r s .  f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
' ederal  Law r e q u i r e s  p r o j e c t  r e l a t e d  c o s t  account ing records  must be r e t a i n e d  3 y e a r s  
a f t e r  t h e  f i s c a l  o r  ca lendar  year i n  which t h e  f i l e  was c rea t ed .  

WM - Volume 1 Chp. 6 Sec t ion  2 
12. A p p r o v w z  Instructions 
' r i o r  t o  J u l x  1, 1984 (Paper) 0 Calendar Year; 0 Fiscal Year; Kl Other 

(See below f o r  explana t ion  of need f o r  s e c u r i t y  microf ich 
~- -_ - 

This agency recornmendsthat the file series be cutoff at  theend of each: 
Immediately then, 

0 Hold in the current files area 
0 Transfer to local holding area; hold 
Kl Transfer to State Records Center; hold L y e a r ( s ) ;  then 
Kl Destroy. 
0 Transfer to State Archives for permanent retention. 
El Other ISpecifyI 

month (s) year(s); then 

- 2  J u l y  1 ---_-_____I_ 1984 - Present :  
Microfiche Reference Copy - Hold i n  
c u r r e n t  f i l e s  area 5 years and un t i l  no 
longe r  needed f o r  r e fe rence ;  then  d e s t r o  

Microfiche S e c u r i t y  Copy - Cut o f f  f i l e  
a t  end of  each f i sca l  year ;  then t r a n s f e  
t o  Archives S e c u r i t y  Microfilm Vault ;  
hold 20 years; then  des t roy .  

yearb); then 

IOTE: These f i l e s  may no t  be  destroyed u n t i l  a l l  a u d i t  ques t ions  are resolved.  

[ t e m  11 (cont . )  ~ _ -  Because CAMS i s  a new computer system f o r  main ta in ing  c o s t  accounting d a t a ,  
I t  i s  d i f f i c u l t  t o  p r o j e c t  how long t h e  s e c u r i t y  copies  of microf iche  generated by t h e  systen 
night be  needed. 
n i c ro f i che  based on the long-term n a t u r e  of highway p r o j e c t s ,  b u t  w i l l  r e -eva lua te  t h e  ddmin- 

The Department i s  recommending a 20-year r e t e n t i o n  per iod  f o r  t h e  s e c u r i t y  

These instructions ap ly to a l l  prior and future accumulations of the series. 
i s t r a t i v e  va lue  OF t h i s  d a t a  from t i m e  t o  t i m e  and w i l l  r eques t  an adjustment i f  i t  i s ' l a t e r  


